EH ECTIONNSPECTORRAINING

Michigan Department of State

Bureau of Elections
(modified for the City of Livonia, March 2018)

Dominion ImageCast ICP Tabulator
‘Precinct Count Voting System



| NTRODUCTION

This Power Point presentation has been
prepared for election inspectors appointed
to work I n a precinct
(ImageCast Precinct) voting system is used

ncluded is a review of the laws, rules and
orocedures governing the operation of the
nolling place and the duties that must be
carried out by the board of election
Inspectors on election day




A GENDA

Swearing-in and signing Oaths

Opening the polls

Processing voters

Campaigning at the polls and exit pollsters
Challengers and poll watchers

Assisting voters cast ballots
Spoiled and exposed
Voters who have moved

Missing registrations

b al

ot s/



A GENDA (CONTINUED )

Closing the polls (precinct Canvass)
Reconciling total ballots cast vs total voters
Preparing the Statements of Votes
Processing Write-in votes
Ballot Security (Seals)



OPENING THE POLLS

The following tasks must be
performed prior to the opening
of the polls

Take and sign the
constitutional oath of office

Check all forms and supplies.

Confirm that you have the
correct ballots for your
precinct.

Establish a barrier to
separate the voting area from
the public portion of the room




ELECTRONIC POLL BOOK

Set up your Electronic Paoll
Book on the check-in table

Be sure your power Strip is
A O nso the computer is not
running on battery power

Enter passwords and proceed
to do your first back-up of the
day

Check your ballot numbers
and be prepared to enter the
correct starting number.



OPENING THE POLLS (ConTINUED )

Position voting stations and tabulator
In voting area so as to ensure ballot
secrecy

Inspect all three compartments of the
ballot box -- Auxiliary (back), Write-In
(right/closed flap inside main) and
Main (right)

Verify that the tabulator serial number
and tabulator seal number agree with
the NClerkso Prepar
(Do not remove the tabulator seal!)

)




OPENING THE POLLS (conminuep )

Set the tabulator up accor c
Instructions

Ensure the Write-In flap is closed inside the main
bin of the tabulator

Ensure the Modem Access Panel is sealed
Ensure the Memory Cards in the front are sealed

Tabulator should be positioned near electrical
outlet with the front of the tabulator facing away
from the processing and public areas 7 ballot
secrecy must be preserved!

Unwind the power cord from
tabulator and plug into Surge Protector.



OPENING THE POLLS (conminuep )

All inspectors must sign the bottom of the tape and
compl ete and sign the NnEI e
Preparation Certificateo.

Tear off tape and put in Local Clerk Envelope.

Verify that the public count reads zero; throughout
the election, the public count will increase by 1 for
each ballot tabulated

The polls must be ready and open for voting at 7:00
a.m.



CHECK AND BALANCE PROCEDURE

The following duties must be performed by two
iInspectors of different political party affiliations:

Assisting voters after they have entered the voting
booth

Opening the tabulator while the polls are open

Sealing ballot containers, programs/memory units and
special envelopes

Delivering ballot containers programs/memory units
and special envelopes after the close of the polls



PROCESSING VOTERS (CONTINUED )

Offering Instruction

Always offer instructions
on all aspects of the
voting process including
how to cast a write-in
vote

Warn that you cannot
vote for more candidates
than the number stated In
the office heading (Over
vote)

If a partisan primary,
remind voters that they
cannot vote in more than
one party column
(Crossover or Split ticket
voting Is permitted in
general elections only)
Never attempt to

| nfl uence t
choices

h e



PROCESSING VOTERS (CONTINUED )

Offering Instruction

If the voter asks for additional instruction after
entering the voting booth, two inspectors of
different political party affiliations must provide the
Instruction

Be sure to offer the chance to vote independently
by using the Voter Assisted Terminal, ICX

If the voter needs additional assistance with voting
the ball ot refer to NASSI ¢



PROCESSING VOTERS (CONTINUED )

Each voter must complete an Application to
Vote as follows:

Signature - Any variation of the legal name is
acceptable; the printed name is optional

Present Street Address i Not necessarily the
registration address

Day and month of birth T Year of birth is
optional

New Forms will have a Citizenship Question Q

i

4




Application to Vote — Poll List  [ELECTION INSPECTOR COMPLETES
Picture Identification requirement: Al Michigan |yoter No. WWT

voters must show a Michigan driver’s license, a Michigan | (POLL BOOK)
personal identification card or some other acceptable Ballot No
form of picture identification before voting. A voter who is .

unable to show picture identification can vote after signing ] AFFIDAVIT

an affidavit attesting that he/she is not in possession of

picture identification. ggl&EtIEE'IBEs[f ELE&ng‘SR
Date of

Election Ward Precinct

| certify that | am a registered and qualified elector in the above precinct and hereby make application to vote at this election.

PRINT
NAME:

RESIDENCE
ADDRESS:

Are you a United States Citizen? YES <>
(Complete the oval of choice as shown: )

: SIGNATURE OF VOTER

NO C > ~ DATEOFBIRTH




PROCESSING VOTERS (CONTINUED )

Voter ID

Every voter is required by State law to show a
valid photo ID before being issued a ballot.

A list of acceptable ID is available at the
precinct

If a voter is unable to show ID, he/she will be
required to sign an affidavit before being

allowed to vote. Q
( /



PROCESSING VOTERS (CONTINUED )

| f 1t 1 s okay with the vote
License in the scanner of the EPB

Check to see if the voter was issued an absent voter
ballot by checking the bottom of the middle section of
theEPBscreen(t he ROEDbyl t he voter

If an absent voter ballot has been issued, the ballot must

be surrender ed;i Vwrtietde | mMC &Prea elo
AV envelope and make a notation in the Remarks Section

of the Electronic Poll Book

If the voter is unable to surrender the absent voter ballot
contact the clerk for instruction

If the Clerk gives the OK, you will have the voter sign a
ALost Ball ot Affidavito befor



PROCESSING VOTERS (CONTINUED )

| f a v ot ®&r
by the vot e
name 1 look at the
lower center
portion of your
EPB screen (also
written in red)

If required, have the
voter complete a
new Voter
Registration Form

This Precinct|Other | Unlisted

These voters are located within the selected inner precinct:

=)

=)

)

=i

I m Tl n]

Mcqvf, Alexander Jon
Mcqvf, Barbara Elise

|

12/11/1928

2/8/1942

BN T RaTEN

LA L L1 Ll L 1
IV Sl TRITT LTI Y

Mcavf, Daniel Richard
Mcawvf, Faith Lynn
Mcqvf, George Andrew
Mcavf, Harry Ray
Mcavf, Jonathan Clark
Mcaqvf, Justin Andrew
Mcavf, Kathryn Lauren
Mcagvf, Martha Carol
Mcqvf, Matthew David
Mcavf, Paul Robert
Mcavf, Philip Carter
Mcqvf, Ray Ellen
Mcqgvf, Rebecca Sandra
Mcagvf, Richard Trent
Mcqvf, Shannon Ann

I T T

6/20/1958
2111918
112211958
9/6/1955
31611954
8/11/1961
9/15/1990
11511931
4/135M1976
21811987
3/8/1980
31221957
6/10/1935
8/11/1956
1/7/1964

m

-




PROCESSING VOTERS (CONTINUED )

Compare the day and month of birth and
present residential address on the Application

to Vote to the information in your Electronic
Poll Book

If the day and month of birth does not agree,
attempt to ascertain the reason for the discrepancy

| f t he addresses are diffe
Have Movedo



PROCESSING VOTERS (CONTINUED )

Initial the Application to Vote to indicate that approval
to vote has been granted

You will then process the voter using the Electronic
Poll Book (EPB)

Record the ballot number on the Application to Vote



PROCESSING VOTERS (CONTINUED )

Issuing the ballot

Enter the correct ballot number into the Electronic
Poll Book, always being careful to compare your
actual ballot with the number on the screen

Place the ballot into a secrecy sleeve so that the
stub is exposed and hand to voter

A secrecy sleeve must be provided with every
ballot issued



PROCESSING VOTERS (CONTINUED )

Preserving ballot secrecy

Inspectors must remain at least 10 feet away from
the tabulator while votes are exposed

If a ballot Is rejected, inspectors may not approach
the tabulator until the ballot is concealed

Al ways refer to the nscrip
of Elections when explaining the reason(s) for

rejection to a voter (A copy is included in your

precinct supplies)



PROCESSING VOTERS (CONTINUED )

Receilving the voted ballot

To ensure ballot secrecy, the ballot must be
Inserted in the secrecy sleeve with the stub
exposed

Verify the number on the ballot stub against
the ballot number recorded on the Application
to Vote

Remove the ballot stub and instruct the voter to
feed the ballot into the tabulator

| f t hhe tabul at or returns t



CAMPAIGNING AT POLLS

Campaigning is not allowed
within 100 feet from any
exterior entrance to the
building that is used by voters

Inspectors have the right to ask
voters inside the precinct to
remove campaign buttons and
conceal literature or clothing
bearing campaign information




CAMPAIGNING AT POLLS (conminuep )

Vehicles bearing campaign information may park
within 100 feet only while the driver and
passengers are voting

Repeat violations must be reported to the City
Clerk or local law enforcement

School property is Public Property and therefore no
campaign signage should be placed on it.



EXIT POLLSTERS

EXxit pollsters are persons
employed to survey electors after
they have voted

Pollsters must remain at least 20 feet
away from the exterior exits used by
voters

Pollsters may not enter the building

Pollsters may not question persons
entering the building




CHALLENGERS

Challengers are appointed by political
parties and interest groups; challengers
may:

Observe the processing of voters and ballots
from inside the processing area

Visually examine all equipment, forms and
records

Chall enge a personodos qual.l
Challenge the actions of election inspectors

Serve in more than one precinct (no more than
two per precinct per political party or group)



CHALLENGERS  (CONTINUED )

Challengers must:

Possess and display to the chairperson or
Inspector upon entering the polls, a
Achall enger cardo 1 ssued Db

group that they represent

Conduct themselves in an orderly manner
and may not touch any election materials or
equipment

Not campaign or display campaign materials



PoLL WATCHERS

Poll watchers are members of the public
who are interested in observing the
processing of voters

Poll watchers do not have to be registered voters and
are not required to provide advance notification of
their intent to be present at the polls on election day

Poll watchers must remain in the public area and may
not enter the processing area unless granted
permission to do so but must immediately return to
the public area



PoLL WATCHERS (CoNTINUED )

Poll watchers may not:
Campaign
Question voters
Interfere with the processing of voters

Chall enge a personodos votin
election inspectors



ASSISTING VOTERS CAST BALLOTS

A complete record must be
made on the remarks page
whenever a voter receives
assistance

Under state law two N
Inspectors of different political
parties must assist the voter

Under federal law a voter who
IS blind, disabled or unable to
read or write may designate a
person to assist him or her




ASSISTING VOTERS CAST BALLOTS (CoNTINUED )

Under federal law the following questions
must be asked.:

The voter I s asked NnNAre yo
to vote by reason of blindness, disability or

il nability to read or write
yes.

The assistant 1 s asked nAr

employer or agent of that employer or an officer or
agent of a wunion to whioch
assistant must answer no.



o WHAT | FO0O SO

Power Outage

Unlock the Auxiliary Compartment (back top), open
ballot slot, relock and spin Tabulator around.

Continue issuing ballots;

Ballots placed into the Auxiliary Compartment are
not tabulated until after 8:00 p.m. unless instructed
to do so by the City Cler kos

Your EPB will work on battery for a time. Be sure to
back-up.

Take out your paper Poll Book and Precinct List so
you will be able to process voter after the battery
quits.



O WHAT | {ednmeb )

Ballot Jam

Instruct the voter to return his/her ballot to the
secrecy envelope; approach the tabulator and
compare public counter total to poll book total to
determine if the ballot has been counted

If the ballot has not been tabulated, re-insert or
Issue a replacement ballot if the first ballot is

damaged

If the ballot has been tabulated, no further action is
required

| f the Dballot 1 s truly

Clerkods offi ce 1T mmedi at

Compartment



o WHAT | déo@ﬂﬁJEé )

Ballot Jam

Ball ot JamO0s are often cal
lying flat in the bin. A Democrat and a Republican

should open the right side of the bin and tap down

the ballots during a slow period.

If you are busy and cannot compare the tabulator
number to the Poll Book number, DO NOT feed the
ballot through. Hold the ballot in the Auxillary Bin
until the end of the day.



O WHAT | {edned )

Rejected Ballots i All rejected ballots must be
iInspected by the voter to verify the reason for

the rejection. (Note: All rejected absent voter ballots
must be inspected by an election inspector to verify the
reason for the rejection.)

The override function is used only as a last
resort! Voters must always be encouraged to
accept a replacement ballot.




O WHAT | {edned )

Rejected Ballots - Ballots may be rejected for the
following reasons:

Over vote T no votes will count for the over voted
office(s) or proposals ( See nSpoi |l ed Bal

Blank or Un-Voted i no votes will count on the ballot
(May be re-voted by the voter; offer voting instructions)

Crossover vote 1 If a partisan primary ballot, no votes

will count within the partisan section of the ballot (See
AnSpoil ed Ball ot so)

Other defects or problems, may not be overridden
(Contact the Clerk for instruction)



o WHAT | déo@nﬁJEé )

al s e RAfRldegead results when the
tabulator is unable to distinguish between a
vote and an attempted correction, stray mark

or invalid write-in vote



VOTERS WHO HAVE MOVED

Move made within same city
or township

Have the voter complete an
Election Day Change of Address
Notice (found in the Forms
envelope in the Precinct Supply
Case).

Deliver the completed notice to
the clerk 1 n the
envelope at the close of the polls




VOTERS WHO HAVE M OVED (ConNTINUED )

Move made to a different city or township

If the move was made within 60 days of the
election and the voter has not reregistered in the
new city or township, have the voter complete a
Cancellation Authorization

Deliver the completed notice to the clerk in the
ALocal Clerko envelope at



MISSING REGISTRATION

There are four reasons why a

voter 0s name may
|

onthe QVFpr eci nct

Voter did not register on or before the
close of registration deadline

Voter is at the wrong polling place

Voter s record 1 s

Vot er 0s registrat.i

not

S 1

V4

e



M ISSING REGISTRATION  (CONTINUED )

Take the following actions:
Confirm that the voter is at the correct polling location

Ask the voter if he/she registered on or before the
registration deadline

If yes, ask to see the voters registration receipt

Cal | t hhe Cl erkods offi ce

t

O



MISSING REGISTRATION (CoNTINUED )

If the voter 1) did not register in the same
precinct or, 2) registered after the deadline or,
3) Is not at least 18 years of age, or 4) is
unable to produce a receipt, refer to
APROVI SI ONALTEHBALOT 4
PROCEDUREDOG

Cal | t hhe Clerkos Offil ce




PROVISIONAL BALLOT
AOSTEP PROCEDURE

If an elector, who completes an Application
to Vote, does not appear on the Electronic
Poll Book, and is not otherwise qualified to
vote, the 4-Step Procedure form must be
completed before a ballot can be issued

Cal | t hhe Clerkos Offil ce




PROVISIONAL BALLOT
AOSTEP PROCEDURE (ConTINUED )

The 4 steps include:

Completion of an affidavit of qualification (Under
penalty of perjury)

Completion of a new voter registration application
Inspector responds to 4 questions

The above three items are all contained on the
Yellow Form

A nchallengedo bal |tabulated,s 1 :
or issued, voted and returned to the clerk in a
security envelope for later review

Cal | t hhe Clerkbds Offi cefl f ol




SPOILED BALLOTS

Spoiled Ballots - A voter who spolls his/her
ballot must be encouraged to vote a new

ballot

Instruct the voter to place his/her ballot into the
secrecy sleeve and return it to the processing

table

Adjust the original Application to Vote and
Electronic Poll Book entry



SPOILED BALLOTS (CconTinuep )

Without exposing any votes, write the word
AnSpoil edo across the top of

Remove the ballot stub and ask the voter to
place the original ballot and stub into the
ARnSPOI LED BALLOTS0O envel ope



DEFECTIVE BALLOTS

On occasion, a ballot may be rejected due to
printing errors or other flaws

Instruct the voter to place his/her ballot into the
secrecy sleeve and return it to the processing table

Adjust the original Application to Vote and issue a
new ballot using the proper procedure in the
Electronic Poll Book

Without exposing any votes, write the word
AnDefectiveo across the top

Remove the ballot stub and ask the voter to place
the original ball ot and st

BALLOTS0O envel ope



EXPOSED BALLOTS

If a voter deliberately shows any person In
the polling place how he or she has voted

(Exception: A minor child may accompany the voter in the voting
boothf

The ballot is void and is not tabulated
The voter is not permitted to vote
Mar k the ballot AREJECTED F

Write AREJECTEDO with an ex
Remarks section of the Electronic Poll Book

Prepare a speci al envel ope
FOR EXPOSUREDO

Remove the ballot stub and, without further exposing
any votes, place both the ballot and stub inside the
special envelope

THIS HAS NOT HAPPENED IN LIVONIA IN 10+
YEARS, VERY UNUSUAL




CLOSING THE PoOLLS

The polls officially close at 8:00 p.m.

Go to the back of the line of voters and hand
out Applications to Vote to each person that has
arrived before the 8:00 p.m. closing time.

After all ballots have been tabulated, including
ballots that were placed into the Auxiliary

Compartment, complete the following steps:
Remove any items from the table that are not needed

Start to disassemble the voting booths, ICX Voter Assisted
Terminals, etc.



CLOSING THE POLLS (ConTinueD )

Compare the Public Counter total to the total
number of voters according to the poll lists.
(Electronic Poll Book and Applications to Vote)
The three numbers must agree!

Next, check to see that all ballots requiring
duplication have been duplicated and tabulated
(Note: Ballots requiring duplication will be found in
the Auxiliary Compartment of the ballot container.)



PUBLICCOUNTERMUSTAGREBNITHTHEELECTRONIC
POLL BOOKANDAPPLICATIONSOVOTE

CHECKINGHESENUMBERSHROUGHOUTHEDAYWILLMAKECLOSINGASIER

1211111928

ct: 00001
Style: 00001

ate: 7/29/2010
g. Date: 6/28/2010

Geography

|as issuing or
)TER by clicking

cord

any actions for this

Remarks [F4]

System Ready

BALLOTS CAST: %)

|CP Tabulator(LCD Screen) Electronic Poll Book(EPB)



CLOSING THE POLLS (conTinuep )

Print Totals Tapes

Insert the Security Key
(IButton). The Administrative

Menu will appear.

& OPEN
SeIeCt CLOSE POLL from ADMINISTRATIVE MENU
the menu. CLOSE POLL

UTILITIES

ACCESSIBLE
VOTING

BALLOT
REVIEW

POWER DOWN CANCEL

BALLOTS CAST: 823



CLOSING THE POLLS (conTinuep

Print Totals Tapes (cont.)

Enter the password
(1.e.12345678), Press ENTER

Select YES in answer to the
guestion NAre you
wi sh to close pol

) i OPEN
Please Enter Password To
Close The Poll
—
1 2 3
4 5 6
7 8 9
CLEAR/
CANCEL 2 l ENTE J
BALLOTS CAST: 823
4 OPEN

ARE YOU CERTAIN
YOU WISH TO CLOSE
POLL?

- —

[ YES NO
N/

BALLOTS CAST: 823



CLOSING THE POLLS (ConTiNnuED )4

CLOSED

Print Totals Tapes (cont.) PRINTING RESULTS

TAPE

] PLEASE WAIT...
If 3-4 copies of the totals tape

print with no problem, select
NO in answer to the question
ANWould you 1|1 ke

\

t o
copies of this rennorft ?an

CLOSED

mo

WOULD YOU LIKE TO
PRINT MORE COPIES
OF THIS REPORT?

r

YES [ NO
S

BALLOTS CAST: 823

A




CLOSING THE POLLS (ConTiNnuED

Modem Results

Cut the seal on the Modem
compartment.

Remove the Modem from the
storage ntrun

Connect the yellow end of the
blue cord into the modem
outlet.

From t he NReagqdg
screen, select i O Kan the
screen.



CLOSING THE POLLS (ConTinuED )
A/Iodem Results (cont.)

# These screen will appear as
the transmission takes
place.

tacting server: JMS
1 i ‘Retries: 1/3
“Whenyouseefi Fi | e etries
successfully transmitted
t o s er yoeknéwthe
files have been sent.

7 The screen will return to the
Administrative menu.

7 The system will
automatically connect
first to Wayne County
then to the City of
Livonia.

7When complete, a short
tape will print with
transmission details. This
tape should be included
with one of the totals
tapes in the City Clerk
envelope.




CLOSING THE POLLS (ConTiNuED ) =& _cLoso

ADMINISTRATIVE MENU

Power Down

From the Closed menu, select
POWER DOWN.

[E%WER DO%E] CANCEL
| h

hAre you certain =—_-—o t
sSshut down tabul ator ?o0, sel e
YES.

~& CLOSED

Unplug the modem, store in
the Atrunko on t OFf arevoucerramn €

tabulator. YODUOWmI STHAB:I-UOL:TI:)UII

Unplug the tabulator, wind the

cord neatly i1nto t— NOunk
—

BALLOTS CAST: 823



CLOSING THE POLLS (conTinuep )
> Empty the Ballot Box

> Using the key, open the main door to the
ballot containment area.

© Two election inspectors, a Democrat and a
Republican, will empty all voted ballots into
the blue ballot bag.

o ALL BALLOTS should be removed
before proceeding to the next step!




The Write -In Compartment
Empty the Write-In Compartment

After removing all ballots and securing them in the
ballot bag, remove the pull-tight seal from the
write-in compartment,

Once the seal has been cut off, access the
compartment by pushing up on the door about 1
inch until it hits the top stop.

The door will swing open.

Remove all Write-in Ballots to process votes.

Close and lock the main door.




CLOSING THE POLLS (ConTinueD )

Processing Write-in Votes

All ballots containing write-in votes must be visually
reviewed to determine whether the write-in vote Is

valid

For a write-In vote to be valid, the voter must:

1) Write in the blank space provided under the office
Involved, the name of a candidate that has declared his/her

Intent to seek the office, and (Note: If a partisan primary, the
vote must be recorded in the proper party column.)

2) Record the vote by making a mark in the corresponding
target area of the ballot



CLOSING THE POLLS (ConTinueD )

Processing Write-in Votes (Continued)

If the write-in vote Is in-valid, determine if the write-in,
In combination with other votes cast under the same
office caused an over vote

If the write-in vote is valid, tally the vote on the
Statement of Votes in the Poll Book

When tallying valid write-in votes, the name of each
write-in candidate must be recorded in the Poll Book on
the Statement of Votes as written by the voter; a
separate record is made for each variation:

Bob Smith, Trustee, 3 votes

Robert Smith, Trustee, 2 votes



CLOSING THE POLLS (ConTinuED)

Removing the Memory
Card

AWith your scissors, cut the
white seal on the ICP.
Remove and discard.

#Open both small doors.

ZPush the little black buttons,
the Memory Cards will pop
Out.

AIMPORTANT! Both

memory cards must be
returned to City Hall!



